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Movexaber 30, i 960 

&i Hr. VHHm K.F. Conrad, Chief, 01 

Via* mss Juliet Lehr, Branch Chief, 81/0. 

Mr. Iger MossevlMii Section Haatt, Bl/ i3/0SiSfi 

from Hebert «* Sadth, {¥*-} Analyst, si/ii^ysas 


Snbjsr Standardisation of 81 Procedures 


tft» MMai cowman t» and neomatettoM are the result of 
careful consideration of the goners! pro blew and advantages of standard- 
isation of procedures sdthin ©ae section of 81 and soae related inquiries 
coacesming the matter in the various breaches of St, fadonbhedly much 
discussion of this general subject has al .ready taken place, mu perhaps 
aonstiblng of the nature proposed baiew is already under active 
preparation at the division level. In any ease, the sole purpose of 
those coma utts and suggestions is to set forth ideas (ditch adtht serve 
m the basis for constructive action designed to increase efficiency , 
which, of ecu rse, is the real aim of s tandardisaiion. 

'Eh© differences in procedures and practices from om Branch of 
ul to another appear to b« both numerous and major. Seats sliiht 
modifications in procedures fro® one branch to another are unavoidable 
and necessary, but probably only rarely is thar© adequate justification 
for major diffsnmew. She problems involved ar© at the mm time so 
basis and s© emgsutaMln that probably the only satisfactory solution 
would be the preparation of a comprehensive St Procedures (Manual. The 
oM 81 handbook, though quite out of data, could he used as a starting 
point. 

Several factor® make this an opportune time for such an undertaking, 
first of all, a new manual of standard procedures aunt be prepared 
a ami tin®, ®nd no time is better than the present fer removing any 
daflelemgr, r»pdl«M of personnel Portages, time oreblens, and 
unc«rtaiati«a as to the future* The rather plsring lack of standardisation 
of procedure® in 81 will be quite apparent to the Pordlp S-s fries 
inspectors who will probably be inspecting BI la the not too distant 
future, bone visible progress in the MtitUAmmt of an up-to-date 
procedures manual aimed at toproving and standardising procedures would 
help mmt some criticisms. ibs indoctrination of the new employees who 
Ail soon bo coming to St should be dear, complete, and generally 
unifom, but not inordinately time constating. In some matters oral 
indoctrination 1® completely inadequate to Insure continued and consistent 
cto©rvanoe of standard procedure* sod practices, to say nothin: of being 
inefficient, bo m houacel aiaing took place than at moved into the now 
quarters, but sens still remiss to he don®, and th«- early eatablisteent 
of standard prosedsros night make such hnsMlualsg aoro effective hgr 
causing the results to confer* to a high divisioa-wids standard. 
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fc&S Section has mm ie considerable prop 1 ®*® in It* efforts 
te fotroduea uaifetisMy and standardization into to* organization and 
mftataMaes pros«dsr«s of its biographic card file®, Smyrna* who has 
had sxpsrleese with these sard filss would probably agree that thalr 
maintenance and nm is mv gru mtilfr facilitated fey to® fact that ien 
has t-oen established definite ataaiard procedures* A given amount of 
work in maintaining and using these file® can now fee done in eons id era bly 
la*s time, and at th« same time considerably better* than nrevioualy was 
possible* 

however, mm in the above mfctnrs the procedures adopted in the 
tebM Section wight not be found to 'be the most efficient for division- 
wide use, in willed case the U££& Section, as well as all other section® 
of OX* should, adopt the meat efficient procedures that can be devised 
a@ the dlvi sioa-wide standard * Such a standard cc-sild h@ dateristoml by 
studying procfcdurss is each branch and cheosiag the best jteocedure ia 
each ea»« a® the .Si standard., or by devising a psvesdur-e better than 
that actually in uscdln aiy one branch or section, range from th i 
efficient to the least efficient netited of pafendsf: a liven 
mtnt-mmm or production op ration in BX is probably w«*y great in 
f elB0 case®, toe establishing of standard procedures for performing 
oasic operations would probably serve to disprove the quality of work 
in BI by ref amiliari sin?: meiycac with certain timimmUl principles, 
and to Increase over-all operating efficiency in 31, 

'.she most effective and efficient way to solve many of the 
deficiencies and problems of the varioua branches is probably to prepare 
*•** di stri bute a eenprshstwlva si Procedures Manual establishing 
miforwtgfoeedwea throu^iout the divisicn, Such a manual could be 
divided into numbered sections in such a way that it could be issued 
piecemeal •» sections wese carnal* tod, Uii* would alas mke it 
possible for later aupplsisKs&ts to b® lnsort..d easily into th® manual at 
the proper point. Subsequent ideas tor improving standard procedure® 
could b® drafted in any Utm&Q&ssnmid submitted for approval. , but would 
*‘ ot fc ® P u ^ ihto practice, in She branch or section until approved at th© 
division level and promulgated as part of the hi Procedures Manual. 

‘ih® manual should have sections for adwiritstrailon (including, 
personnel Indoctrination), reviewing and processing (including files 
and filing}, production, iwid siscollaueous subject®, with a tails of 
contents and an index. It should .not be United strictly to toe 
procedures tteedTst, but should also be educational and explanatory 
a® appropriate, a® that ufct l d aoofi tribute toward individual understanding 
and mr© willing acceptance of, ted coaplianoe with, th® procedure*. 

A systematic attempt W3t?ld be wed® to insure that all personnel 
bmm faadliar with th® standard procedures and observed thorn, 
consistently, Should an individual branch chief sincerely think his 
bra.wsh had adequate Justification for modifying, the standard procedures, 
h© could prepare hi® own. instruction covering the procedures in question 
itsing a format corresponding to that ©f the standard ina true lion and, 
if approved at tbs division level, have toe modified instruction 
inserted at th* proper point in the BI .Procedures Manuals In th«t branch, 
le prevent indiscriminate and unapproved modifications of, and mm&mpUama 
with t standard procedures and instructions, the introduction to the 
.manual night state tint periodic inspections would be made la the various 
. -ranches to insure that the sitandard procedures were being observed In 
all cases ether than those tm for which aodiflcatfons had been approved. 

J t should also b® explained tliat past practices and personal preferences 
wtnM net be accepted as adequate urouads for noiw 5 c®pllanc®, and that 
ncBe o w plis nes should be consist rod in th® prsnaratise of ai’f iriancy 
reports. 
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- 3 * 

Instructions gomxuin^ standard organisation and iminteiuwce 
procedures for biographic sartl £41##, biographic folders, and category 
(position) files should be Issued promptly* Standard formats for 
such things a* olographic Inforsaatton cards (including hsotoesj, pouches, 
position cards, and certain ref«r*nce cards should b® established, and 
fcitM* bestead (raarkssd as "Standard da»pla") for dis triwutlon to all 
personnel to W used as guides* lbs preparation of supplies of osar tain 
foam cards for w» in toe various tranche# should oe don© centrally so 
that fovnat can be controlled and uniformity maintained*, 

then# naturally the drafters of recowasadationa for standard 
uroeedurea weald seek to reach as nuch of a consensus as possible with 
the branch chiefs before subadLttlng the rroosRoadatyens, it should not 
be mandatory that mmh approval of individual branch chief ha obtained* 
The drafters will certainty undertake extensive cheeks and studies 
feefor© waking recommendations, hut reasonable reo«*Bendatit®a for 
improvement iMSd not he permitted to bog down In tba morass of 
ill in>D»«i*1>» "ruil differencl.ee now existing among hwdwi* Seithcr 
stomM continued dirogreoment among branch chiefs and analysts and 
eoapaliuta of personnel shortages be pemitted to block toe issuance 
umk bflawntaliM of standard procedures and : «h«n a_ branch 

disagrees with toe receamsadaticn for standard procedures, he should 
■mi mi t a draft of his own proposal for standard procedures in toe matter 
at issue together with a comprehensive arpromt supporting it. 

The proposed standardisation should sake it possible for an 
analyst to transfer fro* one- branch to another or to h a n d le toe work of 
another section temporarily with proettehlly «® confusion or difficult! »e 
4m to discrepancies in procedures and practices* <Jr ••MIiUbi toe 
west efficient procedures psaaifel® throughout hi, over-all operating 
efficiency oheuli be coasidtrabty increased, thus eventually MniMsiag 
the effects of pawsml shortages or waking possible increased 
production, 

Before drafting is undertaken all SI personnel should be informed 
of the purpose and scop® of toe proposed manual and directed to cooperate 
fully in toe project with the drafters* A time schedule should be sat 
and altered to a® closely as possible in order to insure continuing 
progress in, Kid the ultimate completion of, the project* 
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Outline 

January 27, 1961 


mjs, mm ®. 

1-19 ADMINISTRATION AND ORGANISATION 
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7.1 
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9.4 
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BX Procedures Manual — Purpose and Scop® 

RFB and BI Organisational Charts fey Positions 
Standing Committee on Procedures 
Summary of Duties and Authorities of BX Positions 
Individual Relief Polders 

Personnel Indoctrination and Orientation Check-off list 
Personnel Administration 

Job Descriptions and Work Assignments 
Efficiency Reports and Performance Rating© 

Time-Use Reporting 

leave (Time and Attendance Records) 

Production and Programming Record# 

Handling Incoming Materials 
Handling Outgoing Materials 
Security 
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DAN* jWMESSING 
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28 

28.1 

28.2 

20.3 

28.4 

28.5 


Delineation of Functional Responsibilities of BI 
Processing of Information and. Reports Received 
Traasl iteration Systems 
Alphafeetisatlon 
Description of Types of Piles 
Standard Piling Procedures 
Arrangement of Individual Card Files 
Arrangement and Maintenance of Biographic Folders 
Standard Formats Used in Data Processing 
Information Cards and Pouches 
Position Cards 
Cross Index Cards 
Cross Reference ‘lards 
Name Tabs 


40-59 


PRODUCTION AND SERVICES 


40 

40.1 

40.2 

40.3 

40.4 

41 

41*1 

41.2 

41.3 

41.4 

42 

43 

44 

45 


Types of Publications, (Production Procedures and Semple Format! 
BB 
BD 

m 

BR 

Writing Biographies 

Types of Biographies — Samples and Explanation 
Sources and Research (Intelligence Community Contacts) 
Chronologies and Drafts 
Classification Considerations 
Preliminary and Final Editing 
I NR Editorial Style (HIS Exceptions) 

Drafting a®! Clearing Telegrams, Airgrams, etc, 

Spot Intelligence (Name Checks, Phone Bequests, etc.) 


60-69 


MISCELLANEOUS 
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I. gg&fQBR i The purpose of the U Procedures Manuel introduced by this 

instruction Is to establish the sost efficient procedure* possible as 
standard procedures fen all 51 fterso -nel . The aim i® to increase operating 
efficiency and to at isolate interest in improving ail aspects of 51 work, 
rather than to stifle or suppress thought or initiative, fha lack of 
uniform SI procedures and a gystcMtle method of sstal&islilng soefe 
procedures have resulted in extremely diverce^awt sometimes inefficient*- 
practice® in individual brenctoc and section# of M, the and 

standard! sail on of procedures throughout HI should prove advantageous to 
all. concerned by* Cl) greatly facilitating and topraving the orientation 
and indoctrination ndv employees receive when entering SI, and fey providing 
any 81 employee with a convenient reference free which he say refresh hie 
memory at any tine concerning the proper proeciure# for dealing with any 
particular problem or operation} (?) naking it possible for an analyst to 
transfer fro® on© branch to another or to handle the work of another r 
section ts n por a ri ly with a minima* of confusion and difficulty} aad«3; fe- 
lt) increasing the over-all operating efficiency In 83,. thus mintaictng ths 
effect* of personnel shortage a <er Baking increased production possible. 

II. ggQgSi The M Procedures Manual will deal with all activities of the 
IHvi#lo*i of Biographic Io.ferssati.on, though natters covered In any similar 
instructions by a higher authority will not he dealt wife is this series 
unless a mere detailed treatment is need ad. Both substantive and. 
administrative subjects of a permanent or aeal-permanent nature will be 
dealt with as required, 

III. EaOOBMSt * Inch instruction in this series will, he approved sad Issued 
fey M/OB. the' "91 froeedurse Committee has primary responsibility for drafting 
these instructions, and everyone in B1 l# expected to cooperate fblly with 
the member# of tint committee in that work. Baring the drafting stage the 
views of branch chiefs will be soli sited and the view# of other# will be 
welcomed, end constructive suggestions and ra«c®a«ndatione will be. 
appreciated at any time, Sadi 13 employee will receive a espy of each 
instruction and is .required to be familiar wife It# contents. Each 81 unit 
will saints in a complete file of current Instructions in the 81 frecedorea 
Manual series. The. series will be issued as Individual instruction# are 
completed over a petted of month® and: will net to numerically consecutive, 
but will fit into an over-all outline. 

IV. aMIHKai * I® drafting these instruction# a consensus will be 

soufeht, but the*# instruction®, once issued, wilt apply equally to feose 
agreeing and fees disagreeing with their contents. «ll It personnel arc ■%£ 
expected to comply, with except as modification# nay be approved at the 

division level on the basis of adequate written justification fro® the 
branch chief concerned, %et check# will be nad# periodically by 
representatives of BX/QC to observe results sad to consider suggestions. 

Past practice# and individual prefersnees will not to accepted as adequate 
reason# for ncncompl fence, and any such noncccpl fence will to taken into 
eonstderatlon as appropriate in evaluating indlvidu#! performance. 
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Indirection 8o, 5 
January 27, 1961 


I* FBBPOSR t- the par pom of thi» instruction la to establish the 
requirement that each 81 allegro* prepare «ai maintain a foliar containing 
essential Information concerning hie position for passible use by Anyone 
vbo night relieve hi* in that position* Booh relief foliar® will make it 
possible for the nommot In the position to benefit ftm the «q?srl#w» 
of hi# predecessor, whether the transfer of lot lea is unhurried and 
orderly m redden and confused. fssertil el oontinaHy can thus be ssiatained 
■even if there la « gap of several months durtfif which the paaltioa my he 
meant, Bur Sag such an intorla period the folia* will tea useful also he 
those oho ®«y fee required to psfrfecm the .dotted of that position 
temporarily* 

II, SCOSPli The individual relief folder should contain any information 
that sight fee useful to a sueeessor in the position— Initially so an 
orientation aid, and: later as a convenient reference— to sake it less 
difficult for his to perform the function* of that position effectively 
and with a minimus of delay and confusion. It should contain the following 
minimum Inform ti oat (1) a copy of th* Job description for the poattlon, 
supplemented if necessary fey a sore realistic or understandable description 
of the work? (2) m out line of the files (if any} maintained exclusively 
fey the incumbent in this position? (3) a brief sketch of as such of the 
history of the position ae la known. Including names of Individuals and 
dates of their tenure? (4) brief eoseteats concerning special problems 
encountered In this position, including tips and reco?s»e ndettsns dr-signed 
to enable the successor in the position to avoid making the seme mistakes 
and having the case difficulties encountered by tbs person feeing relieved? 
(?) a list % subject (field of interest) of sontects (together with 
phone amber*} in th* intelligence co»mity with who* one deal a aoct 
frequently in this position? and (6) any other Information that might fee 
of vain* to a person attempting to- heoos® familiar with tbo duties of 
the position. 

HI* fBOGE^kl s Bach 81 employe# should, prepare without delay a rallaf 
folder as outlined above for his position and submit it to hi# branch 
chief for review and comments. Branch chiefs will ante suggestion* 
designed to increase the value of th® folders, and If any sea* to have 
been particularly well, prepare 1, they say wish to- bring the* to the 
attention of BI/00, Branch chiefs will submit their own individual 
Belief folders to BI/00 for review and consents. 1b# incumbent In a 
position should always be alert for way® in which hi# folder can be 
supplsnsttied and improved, folders should fee reviewed and brought up to 
data at least every six months, and should fee changed promptly to reflect 
any major change* In duties or responsibilities that may fee made, Ife# 
individual relief folders might well be Included in the. looms leaf notebook* 
of 81 employe** containing the 81 Procedures Hamels. 

I?. Ta most, oases th# individual relief folders will be 

Classified Confident iftl due to the- nature of their contents. 
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Instruction Ho. 6 
January 28, 1961. 


subject i m a miM, mjsm i mm m. vtmjmmm 


I. PUHPOSE t The purpose of this instruction is to establish a. standard 
and formal procedure for the orientation end indoctrination of oil new SI 
employees, Unis orientation and indoctrination is designed to provide the 
new employee with orientation in the neoessrry general administrative and 
organisational details concerning II and an initial familiarisation with, 
and indoctrination in, biographic intelligence research and production 
procedures* It should also provide him with an understanding of his position 
in BX and the role each division of RIB plays in I8R and the intelligence 
coKffiBRity, The more effective this program is, the sooner the new employee 
will begin to function at maximum effectiveness in bis new position. The 
check-off list is simply a mechanical means of insuring that ell the steps 
necessary for this putpose have been completed, 

MS, SCORE? 1hfc orientation of new BI employees is designed to supplement 
the orientation given t© all new 1M employees by covering briefly the major 
aspects of Bl's organisation and operatic®. The oral indoctrination sessions 
will be relatively brief, as most of the detailed Information required on H 
in general and on the particular position of the new employee can best be 
obtained from the BI Procedures Manual and the individual relief folder for 
the position being filled by the new employee. Information on continuing 
training programs will be contained In a separate instruction. 

Ill, PROCEDURE ? Each new employe# will be given the ■ BI orientation 
check-off list when he first reports to BI/OC for duty, and with the 
guidance and assistance of his immediate supervisor or branch chief ha 
should complete the steps listed in it within two weeks. The new employee 
will be briefed on the division level by M/OG and referred to the BI 
Procedures Manual fop further details, and on the branch level by the branch 
chief and: referred to the individual relief folder for farther details 
concerning the new employee’s specific duties. The new employee can find 
the answer to most of his questions in thee# two permanent orientation and 
indoctrination references, end be should become thoroughly familiar with t 
the contents of both before requesting detailed explanations from his 
immediate supervisor or branch chief. If the new employee is an analyst, 
he will fee given the RFB Orientation Notebook (reading file), which contains 
additional background information to help him understand the functions and 
working relationships of the various parts of IW, 
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-a- ii m Bo, 6 

IV. fijMflSSK-Q?? IIS? * Each »w SI e*ployee will scrapie te the standard II 
«H«stellw and iadootrimtion proses* wlthla two after entering m 
duty. H|» lanadiate sapsrvl eoryor branch ohiaf should Initial the various 
items os the Hat as they are completed. After signing the sheet to 
certify that the points listed were severed to his satisfaction awl that 
the speoifiid reference materials were asadt* available end explained to 
hi*, he should return the signed sheet to CJ/QC* whare it will become part of 
hi fereoanel record »« various steps should be completed in approximately 

the order listed below* 


Initials of 

Date Supervisor or 

&sn-fle.Esfifit6«w, T9, SsmUiti hmkJMsl 

B® introduced to the Division Chief, his deputy, **.*-**-**» 

sad the h*/GS steffi 

B# introducad to the chief of the branch to which 
assigned sad to other personnel in that branch? ** 

Be briefed ty the Balt Security Officer, and beoc»* 

^ feailiar with the Departed m&sMsms 

■da given for retention a copy of the 32 Procedure » . 

Manual , with an explanation of its purpose sort mo| 

% given fm&asfeK a brief oral description of his 
duties, and of their relationship to the over-all 
operations of the branch, Division, Office (Eft), 
wrse» (HRt), the Beparteeat, sad the intelligence 
i&immltyf 

Be given for retention a ecoy of the individual , 

relief folder for the position, with an 
explanation of its purpose sad use* 

B© introduced to the otter branch chiefs, the ******-***•***. 

personnel of their branches, and FSB personnel | w™--™—-----. . -■ 

If an analyst, be introduced to the Office Mr cater 
and- his staff, and shock out the EFB Orientation 
Notebook ’{reeding file) j 

Oceplata and return to IM/&X the IBB orientation . 
cheek-off liati 

•If in a supervisory position, he introduce 1 to the 
Kxecutivs Bireeto? of IJIBj ~ 

If an analyst, be introduced to oounterp&rt® in the mimmmmmmmmm. 

regional of time, of HR, the geographic bureaus, 

«*>d other agamies {Dspartaontal end Intel iigeuoe 
cossatiafby contacts with vho» he will have . fraquaat 
contacts) | 

Be introduced to the ^cpuleltion and loader Service* , 

personnel and facilities in LHj and — 

Sign this list and return It to BI/QG, 


TeignaWrs? 1 
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Bl PROCEDURES MANUAL Tentative Outline 

* March 3, 19& 

INSTRUCTION 
NUMBER SUBJECT 

Outline Outline of Subjects 


1*29 ADMINISTRATION AND ORGANIZATION 

1 BI Procedures Msunoal— Purpose md Scope 

2 RFB and BI Organisation and Function** 

3 BI Positions— Duties and Authorities 

U Individual Position Guides 

5 Procedures Cassittee 


10 Orientation and Indoctrination 

11 Training 

12 Office Regulations 

13 Security 

20 TiwMJse Reporting 

21 Pr og ra mi ng Records 

22 Production Records 

23 mooning Materials 

2U Outgoing Materials 

36-59 DATA PROCESSING 


30 Data Processing and Its Relation to Other Operations 

31 Screening* Evaluating* and Processing Information 

h.0 Transliteration Systems 

hi Alphabet isat ion Rules 

It2 Standard Filing Procedures 

h 3 Standard Card Formats 

50 Types of Files 

51 Information Card FUse 

02 Individual Card Files (within Information Card Files) 

53 Position Omni Files 

5h Biographic Folders 

55 Group Folders 

06 Other Files 

57 Screening of Files 

58 Lending of File Materials 
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Page 2 
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60*89 


60 


63 

6 b 

6 £ 


66 

67 


70 

71 

72 

73 
7b 

n 

76 


77 

78 

80 

ax 


SUBJECT 

HIDDUCTIOK AND SERVICES 

Description of Types of Public&tioiw 
Biographic Brief (BS)--Procedures and Format 
Biographic Directory ( BD ) —Procedures and Format 
Biographic Memorandum {BM}— Procedures and Fomat 
Biographic Report (BR)— Prccechirea and Format 
National Intelligence Survey (BIS)— -Procedures and Format 
Outgoing Messages and Correspondence 
Clearance ReQuljpeaenta 

Description of Types of Biographies 
Research-Methods and Sources 
Chronologies and Drafts 
Classification Cons iderat ions 
Preliminary and Final Editing 
INR Editorial Style Manual 
SIS Editorial Style 
Typing and Rejjrodaetion of BI Products 
Covering Memoranda 

%ot Intelligence (Departmental) 

Spot Intelligence (Hon-Departenental) 


90-99 MISCELLASECQB 

90 Evaluation of Post Reporting 

91 End-Deer Reposrts and Commendations 

92 Collection 

93 liaison with Other Agencies 


Glossary Glossary of Terms 
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Tentative Outline 
February 13, 1961 


INSTRUCTION 

SOMBER SUBJECT 


Outline 

1-29 

1 

2 

3 

4. 

(3 


Outline of Subjects 

ADMINISTRATION AND ORGANIZATION 

BI Procedures Manual— Purpose and Scope 
RFB sad BI Organisation and Functions 
BI Positions— Duties and Authorities 
Individual «A1nr FJlifrri *»>«»» ^ iAe « 
Procedure# CoBioitteej 


10 

11 

12 

13 


fafaBri b a Orientation and Indoctrination 

Training _ . v 

Office Routine (Hours, Telephones, heave, etc./ 

Security 


20 Tine-Dee Reporting 

2 1 Programing Swords 

22 Production Records 

23 Incoming Material# 

24 Outgoing Materials 


30-59 DATA PROCESSING 

W Data Processing and Ita Relation to ftbdnc^enations 

3$ Screening, Evaluating, and Processing Information 


40 Transliteration System# 

41 Alphabetization Rule# 

42 Standard Filing Procedure© 

43 Standard Card Formate 

50 Types of Fills 

51 Information Card Files _ , . 

52 Individual Csrd File# (within Information Card Files) 

53 Position Cas'd File* 

jhfcx fla lt agMx y xaaj t IxSila 

54 Biographic Folder# 

54 Group Folders 

5$ Other File# 

57 Screening of Files 
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BI PM Tentative Outline 
Pag* 2 


INSTRUCTION 

giBJggT 

60-89 PRODUCTION AND SERVICES 


60 Description of Types of Publications 

61 Biographic Brief (BB)— Procedures and Format 

62 Biographic Directory (BO) —Procedures and Format 

63 Biographic MeBorandamCBH)— Procedures and Format 

64 Biographic Report (BR)— Procedures* and Format 

65 National Intelligence Ourv- y (NIS)— Procedures and format 

66 Outgoing Messages and Correspondence 

6? Clearance Requirement* 

70 Description of Types of Biographies 

71 Research— Methods and ^ourcee 

72 Chronologies and Drafts 

73 Classification Conaideratione 

P k w H <c| a* g/xyjdl x >t foqf 

74 Preliminary and Final Editing 

75 INR Editorial Style Manual 

76 NIS Editorial Style 

77 typing and Reproduction of ija g aa pdria «M» tanda to BI Products 

78 Covering Memoranda 

80 Spot Intelligence i 

81 Son-Departmental Service* 


90-99 MISCELLANEOUS 


#0 Evaluation of Post Reporting 

91 Edd-User Reports and Commendations 

92 Colie atlon 

93 Liaison with Other Agencies 

Glossary G1 osaary of Terms 
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SUBJECT* WOMkH A HP TIFI8S fg&M.fOR BX f« IBSTM5I1^ 


Instruction So, GO 
March 16, 1961 


I, fURPOSE i This Instruction establishes a standard format and standard 
typing rules to be observed in ths preparation of all instimotione in the 
BI PM series, 

II, FOUHAT ABD TIPXtfG %UL?S » The general format and typing rules to be 
observed in all instructions in ths BI PM ssrlss are as follows* 

A, Tvoing Balsa * Et/cta BI PM instruction should be typed in slit® type 
on black heotoes and reproduced on B n x 10$* paper, 

1. Mary Ins t Margins should be set so typing will begin on the 
13th space fro© the left edge of an S* x lOf-" haste, and end at least ? 
spaces from the right edge. Centering should begin from the 51st spans. 

3. BaBtoLJki31a£ft liar Jattegtoig* The standard headings will 
be positioned a® follow# on each Instruction* 

(1) The entry giving the classification is included only 
if it is other than USOLAS5IITE13, and is placed on lines 3 and 60# centered, 
Sxsanaqnsnc in solid caps, and underlined, 

(2) The. entry ”BI PRQOEPPREP MAKBAl* begin® at the left 
margin on line 5, is in solid cap a, and. is underlined. 


Cl) 'he entry ’'Instruction Mo, begins on space ?| on 

line 5, 

(4) The nhy date is written as, for example, l%rcfa 16, 1961, 
and begins on ftx space ?♦ of line 6, 

(5) -he entry "SUBJECT*" begins at the left margin on line 6, 
Is in solid saps, but is not underlined. The wards describing the subject, 
which imffiediet«ly fellow this entry on line 8, are In solid cap® and 
underlined. 

(6) The text of ths Instruction begins on line 11 at ths 
left margin, end will end at least with line. 57. 

b. Iraaftfl aaOstflgs^LIafc lacs* 

Cl) The entry giving the classification is made as described 
in paragraph XX.A.2,a.(l) above, 

(2) The entry "BI fit Ho, begins on space 7f on line 5. 
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81 PM Ho, 00 
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(3) 7h« entry '"Face begins on space 7f on tine 6. 

(4) the text of the instruction | continued from the 

pro ceding page) begins on line £ at the left margin, end will end at least 
with line 57, 

B. format l The outline fora of paragraphing and organizing paragraph 
headings used and describe 1 in this instruction will be observed, 

1* Faramrachine * Normally each paragraph will be introduced by an 
outline number or latter end a heading or sub-heading, and exempt for this 
heading or subheading, only complete sentence© will b# used. 

2, Headings and Subheadings * Ml headings and sub-heading© should 
be brief, underlined, and separated from any text that follows on the seme 
line by « colon. Major headings are introduced by large Roman numeral# and 
written in solid caps* First sub-headings are introduced by capital letters, 
second by Arabic numerals, thirl by snail letter#, fourth by snail Roman 
numerals, fifth by Arabic nu®er»l® in parentheses, etc. All sub-headings era 
written in caps and small letters, 

3. Indentation ! Bach #ub-h©adlng will be indented four spaces fro® 
the beginning of the immediately superior heading or sub-heading, ^but the 
second and succeeding line of that paragraph will begin at the left margin, 
regardless of tone hew may spaces the first line of the paragraph was 
indented, 

4. hlSS. ^oeoing * Paragraphs will be single-epaced, with one blank 
line left between each paragraph. 

5, Listinyr within the Text! * series of points or items listed in 
the text nay be mads more easily understandable % introducing each its® of 
the series with an Arabic numeral within parentheses ( regardless of the hading 
heading or sub-heading under which it occurs) , and by separating each item from 
the next by a comma or semi-colon, **# appropriate, Mhen uniform alignment 

of the items appears preferable, they should probably be arranged in the 
standard outline form with headings. 
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BI FHQCET’URBv 1 ^ mWAb 


Instruction Mo* 1 
March 3 f 1961 


sB&moTt bx mahpal—hjs?ose amp sgogj 

I* PURPOSE* the purpose of the BX Procedures Manual is to establish the 
Host ' e* Violent procedures possible as standard throughout BI in order to 
increase over-all operating efficiency and to stisnlate interest wd ini- 
tiative in isproving all aspects of BI work* The fact that there has 
been no iip-to-date set of BI procedures and no systematic method of key- 
ing then current has caused existing procedures to be frequently ignored 
and has resulted in extremely diverse— and sometimes inefficient- 
practices la Individual branches and sections of BI# 

The Saprovcaent and standardisation of procedures thrcu0iout BI 
should prove beneficial to all concerned by f ac illt&t ing and improving, 
th© orientation and indoctrination of employees and by providing each BI 
employe© with, a convenient reference concerning the proper procedures t© 
be followed in dealing with any of the more common BI problems or 
operations# 

XI# SCOPE* The BI Procedures Kaau&l will deal with all BI activities of 
a f>at SS5 5t or semi-peraanent nature, both administrative and substantive * 
Matte» covered to any instruction by a higher authority win be dealt 
with in this series only when it is considered necessary* General IMS 
policies and Ins traction® will be found In the SR Procedures Manual, 
which this manual Is designed to supplement* Each employs# is respired 
by XMR Procedures Manual (IHR fR) Mo. 1 to be familiar with the contents 
of the IRR Procedures Mamalj B1/0C (Office of the Chief) and each Branch 
will maintain a complete loose leaf notebook file of this manual for read- 
ing and reference purposes* 

XXX* PROCEDURE* The individual, instructions will be approved and issusd 
by 01/tf Mlw are emulated, and will be numbered according to the out- 
line for the manual* advised iratructiono will be issued a# necessary to 
keep the manual current. Bach BI employee will receive a copy of eadi 
instruction In the series, and iriii maintain a loos® leaf notebook con- 
taining a complete file of these instructions* Be ia required to be 
familiar with their contents, arid to comply with them* toy modification 
of these instruction® for individual branches Mast be formally approved 
by BI/OC, and each approval will, be given only on the basis of adequate 
written justification trm a the Branch Chief concerned. 


Approved For Release 2000/09/01 : CIA-RDP81S00991R0001 001 80002-2 



Approved For Release 2000/09/01 : CIA-RDP81S00991R0001 001 80002-2 


BI PROCEDURES MANUAL 


Instruction Wo* 1 
February 1?, 1961 


SUBJECT* BI PROCEDURES MANUAL— FURPOSE AND SCOPE 

I* PURPOSE* The purpose of the BI Procedures Manual^is to establish the most 
efficient procedures possible as standard throughout 31 in order to increase 
over-all operating efficiency and to stimulate interest and initiative in 
iniprovin^ hXX ftspscts of BI work* Ih8 fsot thEt thoro no up^to^dEw 

set of BI procedures and no systematic method of keeping them current has 
caused existing procedures to be frequently ignored and has resulted in 
extremely diverse— and sometimes inefficient— —practices in individual branches 
and sections of BI* 

Ihe improvement and standardisation of procedures throughout BI should prove 
beneficial to all concerned by facilitating and improving the orientation and 
indoctrination of asr employees^ and by providing each BI employee with a conven- 
isn't rofsrence [from "which he may refresh his memory time concerning the 

proper procedures to be followed in dealing with any of the more common BI prob- 
lems or operations. 

II. SCOPE* The BI Procedures Manual will deal with all BI activities of a 
permanent” or semi— permanent nature , both administrative and substantive*. Mat- 
ters covered in any instruction by & higher authority will be dealt with in this 
series oily when it is considered necessary* General IKE policies and Instruc- 
tions will be found in the INR Procedures Manual, which this manual is designed 
to supplement. Each employee is required by IKE Procedures Manual Wo. 1 

(IHR EM Wo. 1) to be familiar with Ihe contents of the INR Procedures Manual} 
BI/0C (Office of the Chief) and each Branch will maintain a complete loose leaf 
notebook file of this manual for residing and reference purposes. 

Off *'[ flu >*•«" -j '"-*■* &<'}•*- 1 <*•* * 

III , PROCEDURE * TheJBI Procedures Commlttee^ has -primary - ; responsibility fe f or 

4-B^ -TnHtyufitjrana in the BI Procedures Manual- series * This committee 
1 TP ypi ‘■Mtsrvi at all-taw*. Individual instruc- 

tions will be approved and Issued by Bl/OC as they are completed, an d will be 
numbered according to the outline for the manual fervteed instructions will 
be-4,esued-astiieeessa3y' ixrtreep 'the laanual WEenW) 

Each BI employee will receive a copy of each instruction in the series, and 
will maintain a loose leaf notebook containing a complete file of these instruc- 
tions. He is required to be familiar with their contents, and to comply with 
them. Any modification of these instructions for individual branches must be 
formally approved by Bl/OC, and such approval will be given only on the basis of 
adequate written justification from the Branch Chief concerned* 
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Instruction Ho* k 

February 23, 1961 


SUBJECT* INDIVIDUAL POSITION GUIDES 


X* PURPOSE * This instruction establishes the requirement that each SI employee 
prepare aV$ maintain an orientation and reference guide containing essential 
information concerning his position and specific responsibilities* The primary 
purpose of this guide will be to facilitate the transfer of duties, whether 
between outgoing and incoming employees or between two employees remaining la 
BI, and whether the transfer is to toe permanent or temporary* This guide should 
supplement on the level of the individual position the information 13*0 BX Fro- ft 
eeduros Manual provides on the Division level in order to enable someone assum- 
ing a position to benefit from the experience of his predecessor and to perform 
th© duties of the position effectively with a minimum of delay. 

/* . S' • • ■ *■ , V ' 1* •' &{\ ir'i rt W* ♦«. 

XI* CO NTENTS * The individual position guides will differ in content for clerk/ 
typi a anSys t s , supervisors. Branch Chief a,*and others* However, each guide 
should Include a copy of the job description, supplemented if necessary by a more 
realistic or understandable description or outline of his;$ctuftl work, and ary 
other useful information on the position as such* T, ‘:’r w re t‘ 

A* Clerk/Typlats * In addition, clerk/typists should include in their 
glides a list of adjulnietrative records maintained, and such things as trams- 
lit ©ration, alphabetization, and filing guides (prepared by th© analysts con- 
cerned) for each [if the countrie^vwtoich they work* 

/ ~ Tc-^y t‘< ttw 

B. Analysts* (Those) with analytical responsibilities should include the 
following EforniTion arranged b y country (or field of responsibility within a 
country, if more than one analyst wsrlts’lmtii the ‘sair#j country) for the sake of 
flexibility in transferring responsibility for ary given country* 


P osition ■ 


(1) a, list of the types of files maintained j mafame? outline -of the 


(2) a selected bibliography of official and unofficial reference works} 

(3) a list of the most useful contacts in the intelligence community 
and elsewhere, together with [their 1 phone numbers and addresses} and 

(h) any other useful information concerning the country, such as a 
guide to the Department* e system for the transliteration of the language con- 
cerned 'fro English, and any special alphabetical ion and filing rules (see BI FM 
Nos. 1*04*2), , . 

: ' i «|| WA.U*. »,*»* 

S» Supervisors and Branch Chiefs * fin addition, those) with; supervisory 
re sp ons ib illtips should' 'include such information on staffing patterns and prob- 
lems as Shey^consider^ appropriate. 

Iti.lo./ , 

D* Others *, Others should include in their guides the information required 
of each empToyee and any additional information similar to that listed above. 

h .. i i < ^ , | , 1 c! ( i K '■ (roffvn ei 


III. PROCEDURE* Each BI employee should prepare without unreasonable delay the 
information appropriate for his individual position guide [as outlined above/ and 
submit It to his immediate supervisor for review and comments. The guide should 
be kept reasonably current at all tiroes^ and should be carefully reviewed and 
updated well before any expeoted absence or scheduled departure* Material for 
the individual position guides will be inserted in the designated section of the 

er^f^BPSi^sVi roooi ooi 80002-2 
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I* mmm This instruction establishes * BI iFeeedures Ccswittee and 
ciarisi' "Wisrltli responsibility for waking such yecomendaijcns to BX/OC as lb 
way consider necessary 1» connection with the BI Procedure' Wmrni and its j/.. h* •> 
individual, ipbructioTMi c® e^dnS^tsstiyc, processing* «sd production witters* 

(■©iccl /^2_ tf ldsvjrh ca/JI he) /S-Via'ir v^(m- T\ 

II* e«JPOgrri0i?/ Tha'^l lTsse^iraa CcE®liteo will fee a perseaient committee 
eospoSeJ '^jK^Wibawfappointed 'by tha^eis£**t Chief, with the Deputy 
Mviaiou Chief serving 'as as^.-cfficie^ssfeer* Cba.ictl.th* appointed »aafc>g r» 

wj2X.be. .a, .Civil , Jfcr*iia~e«|log«e - and oni^C'Fbreigfs- ^rwim^tWsr* Other BI 

employees way be designated fey 31/ 00 to participate in the wests. of % fee Ceeaiii- 
tee on an ad hoc basis* 'She other duties of flashers of the Sfesssitbse mill be 
adjusted as wuefi as poseifele to give priority to their worle o« the BI Proce- 
dures Manual* 

XXX* MgfgWgSgggN i The BI Procedures Ccwrlttee is responsifel® fori 

(X) aatarcisteg broad initiative in 'connection withthe preparation of 
the BI Procedures Manual} 

(2) consulting with Branch Chiefs and others (as requea ted# or at the 
direction of 8l/0C,j on problem related to the i^plemcntatiori of instructions 
contained in the Manual, and 

£3) initiating, and considering recommendations for, revisions or supple*’ 
wonts to the Manual# 

IV* iROCEfifJRE'tr The Gesaibtae has primary resp<meibility for the drafting of 
individual instructions , bat- the final draft will represent fch© ideas and, «a 
such ao possible, a consensus of opinion of the entire Division* Therefore,, 
noxml Oowwittee procedure will be tot 

(11 draft a version of the individual iiatraetiofi upon vhlMi 11' agrees} 

{2} consult each Branch Chief, requesting his general consents end 
specific suggestions concerning the draft} 

(3) welcome cements and suggestions from others, requesting tbe» wism 
It is known that an individual is particularly interested in the subject in* 
volvedt 

<Ii) prepare a revised Ccnittee draft, taking into consideration all 
cosffiseata and suggestions received! 

{%) consult Branch Chiefs and interested individuals again, if tbs revi- 
sions that way have been ends appear to warrant it} and 

(6) submit the- final Cwwdttee draft to the MMs&cn Chief for review, 
approval, and issuance, together with written eomeisis concerning area® in 
thicb general agreement was not reached* 
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(CLASSIFICATION)’ Attachment 


COUNTRY GUIDE 
for 

(Name of Country) 

The analyst responsible for this country should provide the following 
information in his Individual Position Guide, using separate sheets as 
necessary. 

1. List of types of files maintained. 

2. List of most useful official and unofficial reference works. 

3. List of most useful contacts (subject, name, agency, address, and 
phone number). 

4. Copies of items essential for efficient work on this country, such 
as transliteration and alphabotization guides. 
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81 PROCEDURES Ml jfc 

SUBJECT* WMWM. POSITIOIt .QUIDS 


Instruct! n Ho. 4 
March 14, 1961 


I* Wmm* instruction establishes tha requirement that each 

BI employe* prepare and maintain an Individual position guide containing 
essential orientation and reference information on the specific respons- 
ibilities of his Job. This Individual position guide will serve to 
sunplement the more general instructions of the 81 Procedures Manual 
and adapt those instructions to the individual position. Such a guide 
should enable a new employee to benefit from the experience of his 
predecessor and to perform the duties of the position effectively with 
a minimum of delay. 


II. CONTENTS * Although the guides will differ in content for the various 
positions, each guide should include « copy of the Job description, 
suoplejaented if necessary by a more realistic or simplified description 
of the actual work requirements. 41 so. Immediately before an extended 
absence, permanent departure, or transfer of duties, each. employee should 


solude in hie guide helpful inform tion on the current status of any 
important tasks pending or in progress. Each employee should Cal so 
Include the following additional inform- tion , [depend 1 ng upon which 
category applies to hlmf( 


1, List of administrative records maintained. 

2, Alphabet! sat ton end trcnsl iteration guides (prepared 
respective analysts) for each country rwith which concerned.; 

1. List of records and files maintained, 

3, List of tynes of reproducin' machines and. directions 

L 

6 % Jsslaala (h 

1 . List or types of files maintained. 

2. Useful reference works. 

3. Contacts in the intelligence occanuni ty. 

4. Alphabet! sation and transliteration guides. 



C. X Branch Chiefs and Sunervi aors t Branch Chiefs «nd supervisors 
should include other useful information as appropriate, in addition to 
that require! above for any analytical responsibilities they may perform. 


3> X Others i Other staff members with unique responsibilities will 
include pertinent information similar to that Indies ted above. 


III. PROCEDURE * An individual position guide should be prepared without 
unreasonable delay ’y each 81 «mpl oyae end subs! t ted for review to the 
immediate supervisor concerned , The guide should be carefully reviewed 

and updated well before an expected absence, scheduled departure, or transfer 
of duties. The individual position guide should be inserted in the designated 

ApprS e viy?o?^aVe o %a8^f lUdfssta’irr 1 • 

IV, f LAS CI FICAT101I « In mo t cases the over-ell cl ass 1 fleet! on of 
individual oosltion guides will be COJSFIBEJrriAL » 



\L\\j iodfc 
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CONFIDENTIAL 

COUNTRY GUIDE 
for 
SWEDEN 


FILES 


1. Information Card Film 

2. Category File 

3. Group Folders 
4* Dossier File 

5. Deceased File (cards and dossiers) 

6. A to Z File (Work Cabinet: drawer #4) 

~7» Backlog (see Work: Cabinet, below) 


USEFUL REFERENCE WORKS 


1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 


8 . 


Sveriges Statskalender (Swedish State Directory) 

Vem at Det (Who’s Who) 

Utrikesdepartementets Kalender (Foreign Office Directory) 
Telephone Directories (Stockholm, GiJteborg, Uppsala) 
Sveriges Adelskalender (Swedish Calendar of Nobles) 

Swedish -English Dictionary 

Despatch # , entitled "Division of Political and Economic 

Power in Sweden," Stockholm, May 12, 1945* CONFIDENTIAL , 
(see Work Cabinet, drawer #2) 

MS 


CONTACTS 


STATE/BNA (Desk Officer): Mr. William B. Cobb, Jr. 

Room 5515, NS/Ext. 

Telephone: Ext. 420 7 and 4208 


STATE/REU/BNC (Research): Mr. F. Herbert Capps, 

Room 7524, NS/Ext. 

Telephone : 5412 

Military : Mrs. Margaret Nathan, 

OACSI - Western Division, 

WEWH Branch, Room 2-d-47 5, Pentagon. 
Telephone : Code 11; Ext. 54064 


Labor Department 


Mrs. Betsy Crosby 
Telephone: Code 110; Ext. 2485 
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1. Alphabetization guide 
2* Category Index for Sweden 
3* List of Key Personalities 
iTjli-djjg g BBBf; April 1956. 
5T Country~Bata Book 



CONTENTS OF WORK CABINET, DRAWER #2 
Fdlers : 

1. BI Procedures Committee 

2. Work Folder 

3. Pending 

4. Icelandic Directory (Project) 

5. NIS 

a. Project in progress (NTS-KP-Finland ) 

b. General NIS Instructions and references 

6. BDR's to be rated & Box File 

y 

r be 

Oe '.J- * 

d. Dsn^y 

e. Sweden folders hold for rating 

y 7 - n.> 

12. Statements for Inspectors' Briefing Books 

13. End-User Reports - FSO Commendations 

14. FSO Performance ratings 
( 15-19 >. Backlogs 

e e !*(' } , / .■ I'i 

,b. 

O, -i rt\o ••('(€ 

d. 

e. Swedish (documents marked for processing) 
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BI PROCEDURES mMAh Instruction So* $ 

' ' ’ March 3, IS® i 

SUBJECT* BI PROCEDURES COMMITTEE 


I* PURPOSE* k BI Procedures Ccmmittee is hereby established and charged 
with responsibility for advising; Bl/OC concerning the preparation, imple- 
mentation, and revision of the BI Procedures Manual* 


XI* COMFQSITIQfft Two of the throe members of this permnent Offlmaitts® 
will ^e' appoliil'ed by the Division Chief, and the Deputy Division Chief will 
serve as Chairman* Other BI en^loyees may be designated by Bl/OC to par- 
ticipate in the work of the Committee on an ad hoc basis* The other duties 
of Mahers of the Cosaittee will be adjustedfla much as possible to give 
priority to their work on the Ccmr&ttee.., . u / 

III* pyCEBUHBS* The Committal has prirup^'^regporjs ibility for th® draft- 
ing of "IniSv^Huai instruct lone* bujKag rahh ' as pos aibl # the final draft 
will raprasentfthe "Ideas and' a consensus of cplniia of the entire Division* 
j^horefora], on each draft instruction the Committee will invite cements 
and suggestions from Brandi Chiefs and others known to be particularly 
interested in the subject. The final Ccsranittee draft will be submitted 
to the Division Chief for review, approval, and issuance, together with 
written comments concerning areas in which general agreement was not reached 
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si 


Instruction So. 6 
Kareh 14» 1961 


mi l mmmm m mmmjsmm 


I., FOHFOSaE t This Instruction establishes a standard and forael 
procedure for phe orientation and indoctrination of nnk each now II 
employee, and *x for the implement «'ion efaLllmxia « #iAw3wn * » in 9 % of 
the requirements of ISR HI So. f. This orientation and indoctrination 
pro ram should provide the new employee with a clear understanding of 
his position in 81 and of BI’s role in the intelligence ecesmnlty, 
thus increasing the degree to which both the new employee end 81 will 
benefit fwandr* from hie assignment to BI. 


II. CHFGK-egg* LIST « the attached check-off list is designed to 
facilitate the early and effective assumption of duties by insuring 
the orderly and timely completion of all essential steps in the BI 
orientation and indoctrination process. 

III. PMGgpgHB i Each new employee will be given the BI orientation 
check-off list when he first reports to Bl/OC for duty, and with the 

uldsnce and assistance of his lsssodiate supervisor or Branch 8hisf 
ha should complete the steps listed within two weeks after entry on 
duty and in the general order given. MteksMi The completed 
list should be returned to FI/OC, where It will become part of the 81 
personnel records. 
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Attachment 1 

m ffllgmngg BHBOK-Oiy LIST March 14* !<*>! 


Bams i ^ Assigned ■to _ — 

Title Grad* . BC© 


This check-off list ie designed to Assam facilitate the early and 
effective assumption of your dutiee by insuring the orderly and tiioaly 
completion of all essential steps in the VI orientation and Indoctrination 
process. 

The steps listed below should be cc®:«leted within two weeks after entry 
on duty and in the general order given. As the steps ars completed* tha 
Branch Chief, iwcedlste supervisor, or interviewing officer should insert the 
date and his initials. 

Beta Initials of 

Stan of Orientation Pr ocess to fig. Completed gflB t tote ft JMtfa-gte a, 

Be introduced to the Division Chief, hie deputy, - . . .. — — 

end the U/00 staff} 

Be introduced to the Chief of the Branch to which - ■ ■■ — . 

assigned end to other personnel in thrt Branch} 

Be briefed by t->e Unit Security Officer* and become — 

familiar with the Department Security dogalf-ttons i 

Become familiar with the MR Procedures Manual} .. T — r .-- -— 

Be given for retention a copy of the BI Procedures - 

Manual, with an explanation of its purpose and us*| 

Be given a brief oral description of your duties end - 

their relationship to the over-all operations of the 
Branch, Division, Office (BPS’, Bureau (MR), the 
Department, end the intelligence cojtmunityj 

Be given for retention a copy of the individual ______ 

position guide for your position, with an 
explanation of its purpose and usej 

B# introduced to the other Branch Chiefs, the _ — — 

personnel of their branches, and K-U personnel j 

Be introduced to the Acquisition and Reader Servians _ — _ 

personnel end facilities in DRj 

M an analyst, be introduced to the Office' Director _ 

and his staff} cheek out the RTB Orientation 
Ratebook (reading file)} 

If an analyst, be introduced to counterparts in the ______ — — — . — — 

regional offices of ISS* the geographic bureaus, 
and other agencies (Departmental and intelligence 
emmxai ty contacts with whom Jtou will have 
frequent contacts) $ and 

If a Branch Chief, be introduced by the Division ----- — 

Chief to the Deputy Director and the Executive 
Director of MR, 
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BI PROCEDURES MANUAL Instruction No. 12 

February 20, 1961 


SUBJECT l OFFICE HOURS AND ETHICS 


I. PURPOSE ? This instruction sets forth office rules and ethical norm 
for SI employees concerning office hours, time authorized for lunch hours 
and coffee breaks, and what is expected of each BI employee during his 
working day# In order to improve office efficiency and morale, any irreg- 
ular and unethical practices that may have existed in the past must be 
eliminated# 

II# POLICf t The eight-hour working day in BI extends from 8il*5 a#m# to 
5*30 p.m* Only 1*5 minutes time is authorized for lunch, and the author- 
ized mid-morning and mid-afternoon coffee breaks are limited to 15 minutes 
each# Each employee is expected to devote the remaining 7 l/2 hours of 
the working day to his official duties# 

Any additional time the employee devotes voluntarily to his duties 
Is to be considered favorably in evaluating performance, Just as ary 
tendency to put in less than 7 1 /it hours of actual work is to be consid- 
ered negatively (see IHR PM No, 5)* Overtime work is voluntary and non- 
compensatory, except in unusual circumstances when compensation is 
authorized by higher authorities# Whenever feasible, compensatory over- 
time should be authorized first to those who have put in voluntary overtime 
on their own initiative# Normally overtime work assignments will not be 
given to those who show an inclination to disregard regulations concerning 
office hours or to use frequent or excessive sick leave. 

Official duties are to be commenced by 8*U5 a#m*, which means that 
any coffee or breakfast snack before beginning work in the morning must be 
completed prior to that time# The working day should not be interrupted 
with long personal or unofficial conversations over the phone or with 
co-workers* Such pastimes as working cross-word puzzles or writing per- 
sonal letters are completely out of place during the working day# 

The work of any unit or individual is never in such good shape that it 
cannot be improved upon, so no one should ever feel he has nothing to do. 
Fart of the Job of each individual is to study out ways in which his work 
can be improved in quality and performed more efficiently. It is the 
responsibility of each individual to seek out things that need to be done, 
but supervisors should attempt to assure themselves that their subordinates 
have clearly understood work assignments to perform at all times# 

III# ETHICAL CONSIDERATIONS? BI is composed of individuals, and only as 
individual employees put forth their very best efforts will BI be able to 
perform its functions well and to strengthen this important area of the 
intelligence effort of the United States# Each BI employee should have 
sufficient personal integrity, pride in his work, and concern for the 
well-being of the United States to be willing and eager to put forth his 
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best efforts unselfishly. Any employee who does not put in a full working 
day at his official duties defrauds himself as well as hie Government, 
disrupts office routine, and contributes to an undermining of office 
discipline and morale. 


An employee will derive benefit from his work in BI and make a real 
contribution to BI in direct proportion to the amount of sincere, devoted 
effort he puts into his work, regardless of the level at which he works or 
the type of work he performs. Thus the employee who defrauds the Govern- 
ment by accepting pay for services not rendered and begrudges ary extra 
time his work may require is of marginal, if not negative, value to BI and 
the United States. Only when one can honestly say he is serving the best 
interests of the United States can he validly say he is serving his own 
self interests. 
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